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Retinue Health App 

As well as our fully functional website www.vms365.co.uk, Retinue now have a 

app that you can download from any Smart phone or tablet to use on the go! 

Simple go to the ‘App store’ and search ‘Retinue client app’ 

 
By downloading the app you will be able to do any of the below features on the 

go and with the ease of not having to log on to a computer  

 Add on 
shifts/assignments 
 

 View any outstanding 
shift/Assignments 

 
 Book/Confirm candidates 

in to shifts 
 
 Authorise timesheets 

 
 

http://www.retinuehealth.co.uk/


Login Page 
 URL is: www.vms365.co.uk  

 Username is your e-mail address 

 Select “forgotten your password?” to receive a link to re-set the password 

http://www.vms365.co.uk/


Dashboard 
 Each box represents an action which can be carried out 

 The number represents the amount of jobs against the action 

 Click on the box and it will direct you to complete and action 



Client Profile 

 

 

 

 

 
 

 Profile displays your details 

 Password can be reset here 

 E-mail notifications will be sent to the email address in the system 



Create a job 

 Select “New job” or ‘Add job’ 

 This will take into the job wizard to enter the details of your job 
 Select where the job will be based 
 Is it a shift or an assignment? 

 
Hints and tips -  
• Shift: for Singular shifts for different dates/times 
• Assignment: to be used for any roles longer than 7 days 



 Each job has a unique 4 digit reference 

 Select from the drop down menu the required worker 

 Category/ Title/ Justification are pre-defined 

 Select a reason for the hire i.e short term illness 

 Location matches the hierarchy you have selected, this is where the worker will be 
located 

Please ensure the correct ‘Justification reason’ is used against vacancies, as this will be documented on 
reporting.  

Create a job 



Create a job - shift 
 Enter your shift pattern using the date and time picker, then select the + button to add 

 Shift will appear below (grey box).  Add notes against the individual shift. 

 Pay rates are dictated by the shift time, if it covers multiple time periods, multiple 
rates will show 

 Select the blue “repeat” button to bring up the calendar 

 Select the dates on the calendar you would like to repeat 
the shift 

 You can add different rate times/ dates and repeat to 
create a full rota 



 If the shift pattern is not known, use an assignment job 

 Use the date picker to select an expected start and end date 

 Pay rates shown are potential rates the candidate could claim throughout the 
duration of their placement 

Create a job 



 Standard requirements are items the successful candidate must have in order to 
complete the role i.e  current CV, DBS, References, Right To Work  

 Click the blue plus icon to add further documentation 

 Option: add multiple 
documents for the supplier to 
understand the role 

 Option: free text box to add 
any additional information 
needed for the supplier/ 
candidate 

Create a job 



 Select cost centre from a drop down menu 

 You will be listed as the hiring manager, this can be changed 
 Select multiple timesheet approvers to ensure timesheets can be approved in times of 

sickness, annual leave etc. 

Create a job 



 When a job has been created, it is Retinue’s responsibility to provide you with 
candidates 

 Select “Candidates submitted” on the dashboard 
 Select the job reference number to enter the job 
 Each job has its own workflow, highlighted tabs show you the status’ candidates 

are in 

Viewing Candidates 



 Select “Applied” tab to view candidates 
 View candidate, Agency they are from, how many shifts they are submitted against 

(if applicable) and their cost per shift (£) 
 Click candidate’s name to view their compliance documents 

Viewing Candidates 



 Once viewed you have 3 options with each candidate 
 Reject: Candidate is not appropriate, select from a mandatory drop down reason 

for why the candidate is being rejected 
 Request an interview: Bring the candidate in for an interview to understand if 

they are appropriate to complete the role 
 Book: Viewing the CV is sufficient to confirm you would like the candidate to 

complete the work 
 

 Once the candidate is booked, Retinue will create the placement for the 
worker and confirm they will be taking the position 

 

Viewing Candidates 



Shift calendar view 
 View shifts in a 7 day calendar view to easier understand which workers will 

be in each day 

 

 

 

 

 

 

 

 

 

 

 On the dashboard, hover over the “Placements” tab and select “Calendar” 

 

 
 

 



Shift calendar view 

 View 7 days from the current date 

 Move forward and backwards in the calendar to see future or past weeks 

          Grey: Shift is filled 

           Pink: requires action 

 Use filters along the top e.g. no candidates, candidates to review etc. to confirm 
what action needs to be taken 



Extend placements 

 Each shift is represented by one placement, if you wish a candidate to fill additional 
shifts create a new job and request the specific candidate 

 If it is an assignment covering multiple dates, the end date can be edited to extend 
the placement 

 When in placements, select “Edit” against placement that is to be extended 



Extend placements 

 Use the date picker to enter the new end date for the placement i.e. when you want 
the worker until 

 It is possible to edit the start date if the candidate started working earlier or later 
than thoughts 

 If approval is switched on for placement extensions, select from the drop down 
menu who is to approve 
 



Approving placement extensions 

 The date changed that required approval will be written in green 

 Select the approve/ reject button 

 

 

 

 If approved, the change in date will be set in the system 

 If rejected, the date will not changed and the hiring manager will be instructed 
they cannot have the worker for longer 

 

 



 Once in the list page, select the individual timesheet reference number 

 View the hourly rate, the total timesheet cost and any expenses claimed 

 Details of individual shifts/ dates worked and any breaks taken 

 

 

Timesheet approval  



 The option at the bottom of the  timesheet will offer “Dispute” or “Approve” 
 If disputed, it is mandatory to add a reason that will go to the worker to re-

submit their timesheet with correct changes 
 If approved, then rate the candidate and confirm if you would have them back 

to work for you.  If “No” is selected, the candidate cannot return to your ward/ 
location to work without review 

Timesheet approval  



Reporting 

 Pages built on a grid page allow information to be 
filtered 

 Select pane on left-hand side of screen to expand 
search function 

 Once filtered, use excel function to export into excel 
and build into reports 



Support and Resources 

For additional support or queries regarding VMS365, please contact the Operations team: 
 
Retinue Operations team on:  020 3837 7880 
Retinue queries email: LCCbookings@retinue-solutions.com  
Operations Team Manager: Rebecca Anderson 
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